Using NIC for Interlibrary Loans

September 2007

NIC is a web catalog that library staff can use to place interlibrary loan requests for
materials owned by NIC libraries. The NIC consortium is a cooperative made up of
seven public libraries and one academic library in the northern neighborhood of Prairie
Area Library System. NIC requests that other PALS libraries search and use PrairieCat
before requesting materials from NIC. Also, requests should be made via SHARE
rather than through First Search.

These instructions are intended primarily for libraries that belong to consortia
participating in the SHARE project. However, any lllinois library may request a login;
reciprocity is strongly encouraged.
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Contact Information

If you need assistance with NIC, contact Maggie Crane: maggiec@woodstockil.info
815-338-0542 or Harriet Roll harrietr@harvard-diggins.org. 815-943-4671

About NIC

NIC stands for Northern Illinois Cooperative. NIC members include seven public
libraries and one academic library all using the Innovative Millennium library automation
system. Members include Ida (Belvidere), Cherry Valley, Harvard-Diggins, North
Suburban (Loves Park and Roscoe), Nippersink (Richmond), Talcott (Rockton) and
Woodstock Public Libraries and Howard Coleman Library at Rockford College. NIC is
headquartered in Loves Park at the North Suburban Library District.



Accessing NIC

SHARE is designed for use by library staff only. You must log in before accessing the
web catalog.

LOGGING INTO NIC

In the address line of your Internet browser, type the following address:
http://www.niclibraries.org
You will see the following screen load. Click on the text “Log Into Your Patron Account”.
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At the following screen type in the name of the library, barcode, and PIN (last 4 digits of
barcode) in the spaces provided.

(Use the tab key to move between these fields if no___t using the mouse.)

Click on the “Submit” button to enter your record
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Log into your NIC account

Why log in? You can see what materials you have checked out, renew materials, or view your holds,
Please enter the following information:

For example, type "lane Smith" and hit TAB key,
Your MName: |UBRARY MAIN

Type your 14-digit library card number with na spaces (ex: 12345678901234then hit the
TAB key, : -

Barcode e

Please enter your PERSONAL IDENTIFICATION NUMBER (PINY and then hit the EMTER
key, :
™ _}
Enter your PIN: If you currently den't have a PIN, you will be prompted to enter one.
Use any number or alphabetic cormbination; four to nine spaces long,

(Punctuation and other symbols not allowed. )

Click Start Over to return to NIC homepage,
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You are now logged onto the NIC catalog. You can also see the number of items
checked out and number of items on hold. Click on “Search the Catalog” to enter NIC
and search by Title, Author, Keyword , etc.
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SEARCHING NIC

You are returned to the main page for the search
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Type in a title search. Click on “Search”
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Below is a search for the title “Skipping Christmas” (Note that the screen now says you
are logged on to the NIC catalog). This allows you to place more than one hold with out
entering your patron information for each hold. (It is saved for this session only.) This
search brings up best matches with “Skipping Christmas” in the title. The default search
in NIC is “title.” Click on the text of the item you would like to see. (Note the “Media”
column for material types.)

You will see a location list of items and their status.(Available, On Holdshelf, In Transit,

etc.)
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PLACING A REQUEST

Is this the item you want? Click on the button “Request”

Use the PALS ROCKFORD SVC pickup location from the drop down menu in the
following screen to have materials sent to the PALS delivery desk for forwarding to your
library. Select a “Cancel if not filled by” date, if not a system default of 6 months is used.
Click on “Submit ” to place the hold. The hold verification screen is displayed.




The following screen shows the hold has been placed. The hold is always placed on the
copy that is returned soonest; if there is more than one item attached to the bib record
the screen will show the library where the hold has been placed. To place another hold
click “Start Over”, or click “Regular Display” to continue to browse the catalog.

Notice the 1 hold now on item at Harvard_Large Type!



HOW TO DO AN ADVANCED SEARCH

At the first search screen, click Advance Search beneath the “Title” box.

This screen allows you to Boolean search the database and to limit your search to the
categories listed. You can also sort the results by date, title, relevance.




DENIED REQUESTS

In some cases, library policies do not permit interlibrary loans or holds on particular
titles. In those cases will see an error screen after you click on Request item .

VIEWING YOUR LIBRARY ACCOUNT

Click “Patron Record” at any time to review your Holds or Checked Out Items.



Notice that you are still logged in as NILS/All locations (your name). To see the holds
and checked out items status’ click the corresponding button line

You can cancel any or all of the holds by checking one or more boxes in the “Cancel” or
by clicking “CANCEL ALL”
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You may renew any or all items in the same manner.

“Click” in the box in the RENEW column and “click” the “Renew Selected Items” button.
The item shows Renewed in the status column.
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CHANGING YOUR ACCOUNT INFORMATION

The first screen of your patron account allows you to change your PIN or your email
address. Clicking on either allows you to enter new information. If you supply an email
address, courtesy notices will alert you three days before material is due. In order to
change your pin number, you must enter the old pin and then enter the new one twice.

LOGGING OUT

To end your session, click the LOGOUT button on the same first patron account screen.
You will be returned to the main screen.
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